PARENTS’
HANDBOOK

About Cinta Stage
Cinta Stage is a drama school based in Cornwall. We run Wednesday to Saturday from
3:30pm. We also offer holiday workshops throughout the year.
You will find us based at Cornubia Hall in Par and The Sports Hub in Fowey. All locations
have parking and are easily accessible to all.
You will find us at:

1st FLOOR STUDIO
Cornubia Hall, Par
PL24 2AQ

Squash court
The sports Hub, Fowey
PL23 1HE

On WEDNESDAYS, Thursdays and
saturdays

On fridays

Our Mission
At Cinta Stage we will provide a unique and organic learning experience for children and
young people. By inspiring them through creative play and performance, they are given
the opportunity to take control of their ideas in a structured yet fun theatrical
environment.

What we offer
Our curriculum is designed to infuse each child and young person with creativity and
confidence. The passion behind what is taught in the sessions ensures that various
theatrical disciplines are learnt in a safe learning space. No matter in what course your
children take part, we can assure you that they will have an incredible experience
making friends and learning new skills.

Instructor(s)
Cinta stage is managed and run by Jessiny Mitchell. She has a significant amount of
experience working with ages 3 to 19 both creatively and in the youth work sector. She
is a qualified paediatric first aider and also holds the appropriate DBS check in order to
work with children and young people.
We maintain a staff/child ratio of 1:8 for children age 3 and 4 during classes.
We maintain a staff/child ratio of 1:12 for children age 5 and 6 during classes.
We maintain a staff/child ratio of 1:20 for children age 7 and above during classes.
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For our holiday workshops we will have a staff/child ratio of 2:15 for children age 3 to 6
as there will be an assistant on hand. For ages 7 and above we will have a staff/child
ratio of 2:30.
Should you have a query or concern please contact Jessiny directly. If you are unable to
catch her after class she will happily arrange a time to meet or schedule a call with you
at your convenience.

UNIFORM:
At Cinta Stage we believe coming to class in the correct attire is very important, just as
important as wearing the correct gear to a sports class. One wouldn’t rock up to a horseriding lesson or football practise wearing impractical clothing, so the same is expected of
any student attending Cinta Stage classes.
As part of your registration fee your child receives their Cinta Stage t-shirt. Everyone is
expected to come to class wearing theirs EACH week.

Children should NOT come to class wearing:
•
•
•
•

Skirts
Shorts
School uniform
Dresses

Hair must be tied up and off the face and no hazardous jewellery is to be worn in class.

Ages 6 and under:
•
•

Cinta Stage t-shirt
Full length leggings or comfortable trousers (we do a lot of floor so we need knees
protected please)

Please ensure your child comes to class in SLIP ON shoes. Removing and putting shoes
back on can eat into a large chunk of the session.

Ages 7 +:
•
•
•

Cinta Stage t-shirt
Full length plain black leggings or plain black comfortable trousers
Musical Theatre students may wish to bring jazz shoes or suitable dance shoes. No
trainers please.

Performances and Open Class:
All important dates can be found online and these will also be sent via email.
We do not hold structured performances for ages 6 and under. Instead we invite parents
to an open class close to the end of term to see what we get up to in our classes. Audience
members beware, we want you to fully immerse yourself in the fun too! So please come
prepared to jump on our jellybean rocket ships and fly out to the moon!
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Our Rising Stars, Creative Sensations and Kabuki’s all work towards an end of year show.
Preparation for this begins in term two therefore there will be no open classes during term
two and three. However, parents, carers and/or guardians will be invited to an informal
studio performance at the end of term one.
Please note: Parents, carers and/or guardians are not permitted into class unless
specifically invited by the instructor.

Trinity exams:
Cinta Stage will be offering Trinity Exams in Acting, Musical Theatre and Solo
Performance. This will be subject to demand so please check back for more information.

Classroom Do’s and Don’ts:
•

We advise all students to use the toilet before class. Should your child need
assistance in the bathroom please make sure you have read our Intimate Care
Policy and have given consent via the online portal.

•

No valuables are to be brought into class. Cinta Stage will not be held responsible
to any damage or theft of personal items.

•

Any items left behind after class will be collected by the instructor and kept safe
until returned to the rightful owner. Should an item not be claimed after 3 months
it will be donated to charity.

•

Students and parents are expected to respect the space. Many other
organisations and groups operate at the same time so please make a conscious
effort to keep noise down when waiting to collect or drop off your child and to not
block entrances or fire exits.

Please ensure all children and young people come to class with water and any other necessary
items they may need.
They will not be permitted to leave the venue once class has begun
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Policies and Procedures
Cinta Stage has clearly defined policies and procedures. Key points of the main policies
are included below. Copies of the full policies are kept at Cinta Stage HQ and are
available to parents at any time.

Terms and conditions
Cinta Stage aims to be accessible to all children and young people from all sections of
our community. Should all classes for your child’s age group be full please contact
Jessiny directly to be placed on the waiting list.
Registration must be completed via the online portal at www.cintastage.com before your
child can attend class. Please ensure all information and consent forms are completed.
This information will be treated as confidential and will be stored appropriately.
Re-enrolment is required for each term. We cannot hold a place open for your child
unless you complete the short re-registration process online before term begins.

Payment and Fees:
The current fees are £5.50 per child per one-hour session and £7.50 per child per hour
and a half session. Full term fees are payable in advance via the online portal. We do not
accept cheques. Cinta Stage offers a pay monthly scheme where-by parents can elect to
spread the costs over the months included in that term. Please ensure fees are paid
promptly. Should your account become in arrears Cinta Stage holds the right to
terminate your child’s place. If you are having difficulty paying fees, please talk in
confidence to Jessiny as Cinta Stage believes all children and young people should have
access to the performing arts.
Our school year consists of three terms. Our term fees are calculated by weeks per
term. Our fees cover the cost of weekly instruction, planning and overheads such as
space rental and insurance.
PLEASE SEE OUR SECTION ON TRIAL CLASSES FOR MORE INFORMATION ON FEES
FOR THESE

Discounts and incentives:
•

All students will receive their first session with Cinta Stage free of charge.
(PLEASE MAKE SURE YOU USE CLASS SPECIFIC VOUCHER CODE FROM OUR
WEBSITE!)

•

Cinta Stage offers a 5% sibling discount.

•

If a parent recommends 5 individuals to Cinta Stage that register and attend class
then we will gift you a 50% discount for one of our holiday workshops.
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•

If a parent recommends 10 individuals to Cinta Stage that register and attend
class then we’ll gift you a free holiday workshop and 15% off your next term fees.

•

Early bird discounts will apply when the time comes to register for holiday
workshops or to re-register for the new term. As you are part of the family you will
be notified the minute these are available.

Additional charges:
There is a one-time only non-refundable registration fee of £5 for all new students which
will be invoiced to you once you register. This payment includes their Cinta Stage
uniform t-shirt.
Term 3 will incur a £20 charge added to the term fee. This covers costume and personal
props for the annual show and 3 full rehearsal days in the theatre space.
Any child not collected on time will be charged a £10 late collection fee. This will be
registered and payable via the online portal. Cinta Stage will allow for a 5 minute grace
period from the scheduled end time of the session.

Refunds, credits and make-up classes:
Cinta Stage reserves the right to offer refunds or credit to parents on a case by case
basis.
•

Any classes with insufficient numbers will be cancelled. If Cinta Stage is unable to
accommodate your child in another class, a full refund will be given.

•

If a student becomes injured and is unable to attend class for an extended period
of time a credit will be issued to your account.

•

If a very young or particularly shy child is not ready to participate after attending
the first three consecutive sessions, we will credit the remaining weeks to your
account. Please note that we must be notified at least 24hrs prior to the third
session for this credit to be validated.

•

Classes will not be cancelled or rescheduled, except in the case of emergencies
such as staff illness. Should Cinta Stage need to cancel a class we are obliged to
offer you a make-up session, if this is not possible then a credit will be added to
your account.

Cinta stage will apply credits to your account when necessary. Please note, credit will
not be given for missed classes due to illness or personal commitments. Credits can be
used for siblings, other classes and holiday workshops.
Should your child miss a class for whatever reason ONE make-up session will be offered
per student per term. Correspondence will be sent out when you’re able to attend makeup week. Make-up classes cannot be transferred over to the next term, nor can they be
reimbursed.
If for any reason you choose to discontinue your child’s classes prior to payment being
received, you will be responsible for the registration fee and any balance for classes
attended.
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trial classes:
WE OFFER A 3 SESSION TRIAL
In our experience it takes at least three sessions for a shy or anxious child to feel at ease
in a new setting. Of course, we understand that a very young or shy child can feel
overwhelmed when joining a performing arts class which is why we offer a 3-week
period where by which a child is able to find their footing.
We require you to register via our online portal but not book a session. You must fill out
all the relevant consent and important information forms before attending a trial session.
You must email create@cintastage.co.uk to book your child’s trial before attending the
class.
Fees for trials are as follows:
You will receive the first session free.
3x 1hr session (ages 3 to 10) = £10 in cash to be paid on first session
3x 1.5hr session (ages 11+) = £15 in cash to be paid on first session
After the 3 week period you will be required to book the session via our online portal
should your child wish to move forward with Cinta Stage classes.
Your child is our priority. Should you feel they might resist joining one of our classes
please feel free to get in touch with us directly and we can offer support to you as a
parent and help give your son or daughter that confidence boost they need.

Absences and lateness:
Please call or let us know by email in advance if your child will be absent from class.
Children and young people aged 7 and above should not miss more than 2 classes in a
term. Missing or being late to class can be very disruptive to the rest of the group.
During rehearsal time Cinta Stage reserves the right to change a students’ part should
they continuously miss sessions or not arrive on time.

Arrivals and departures:
Please ensure students are dropped off and collected promptly. Our instructors are not
responsible for students outside the studio so children must be supervised before and
after class.
If you are delayed for any reason please let us know. A late payment fee of £10.00 will be
charged to your account if a student is not collected on time. There will be a grace
period of 5 minutes to allow for short delays. Uncollected students will sit near the door
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of the studio to await collection. We ask that when retrieving your child you do so quietly
so as not to disturb the session taking place.
Please wait outside the studio until the instructor comes to collect students. When
classes are crossing over please ensure you leave space for children from the session
before to leave in a timely manner.
In the interest of safety children aged 3 to 13 must be collected from the venue by
parents or guardians. Any young person under 16 must have written consent to leave
the venue without a parent or guardian to collect them. We expect that your child will
normally be collected by the people you have named on the registration form. If you need
a different person to collect your child on a particular day, you must notify us in advance.
We will not release your child into the care of a person unknown to us without your
authorisation. PLEASE MAKE SURE THIS PERSON KNOWS YOUR COLLECTION
PASSWORD. See our Arrivals and Departures Policy and Uncollected Children Policy for
more details.

Child protection:
We are committed to building a ‘culture of safety’ in which the children in our care are
protected from abuse and harm. Any suspicion of abuse is promptly and appropriately
responded to. We comply with local and national child protection procedures and ensure
that all staff are appropriately trained. For more details see our Safeguarding Policy.

Equal opportunities:
Cinta Stage provides a safe and caring environment, free from discrimination, for
everyone in our community including children with additional needs.
•

We respect the different racial origins, religions, cultures and languages in a
multi- ethnic society so that each child is valued as an individual without racial or
gender stereotyping.

•

We will challenge inappropriate attitudes and practices.

•

We will not tolerate any form of racial harassment.

Special needs:
We make every effort to accommodate and welcome any child with special needs. We
will work in liaison with parents or carers and relevant professionals to fully understand
your child’s specific requirements. We will endeavour to accommodate all children of all
abilities, whilst working within the school’s limitations. Each case will be considered
individually and risk-assessed to ensure everyone’s safety.
For more details on equal opportunities and special needs, see our Equalities Policy.

Behaviour:
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Children and staff will have established expectations with regards to behaviour during
their first sessions at Cinta Stage.
Cinta Stage promotes an atmosphere of care, consideration and respect for everyone
attending: children, staff and visitors.
We encourage appropriate behaviour through: praise for good behaviour; emphasis on
showing compassion to others and working as a cohesive unit.
Cinta Stage has procedures for dealing with unacceptable behaviour. We recognise that
poor behaviour can occur from time to time for reasons that are not always evident, or
as a result of special needs. We will try to be flexible in order to accommodate such
cases. See our Behaviour Management Policy, for more details.
However, if your child is violent, or if their behaviour poses an immediate danger to
themselves or others, we will require you to collect them from class immediately. In
exceptional circumstances, and only when all other attempts at behaviour management
have failed, we reserve the right to permanently exclude a child from Cinta Stage. See
our Suspensions and Exclusions Policy for full details.
We will not tolerate from any person, whether a parent, carer or visitor: bullying;
aggressive, confrontational or threatening behaviour; or behaviour intended to result in
conflict. Cinta Stage is a place of safety and security for the children who attend and the
staff who work here, and we reserve the right to ban anyone exhibiting inappropriate
behaviour from our premises. See our Aggressive Behaviour Policy for more details.

Accidents, Illness and Injury
Sickness:
We are unable to care for children who are unwell. If your child becomes unwell whilst
attending class we will contact you and ask you to make arrangements for them to be
collected.
Please inform the Manager of any infectious illness your child contracts. If your child has
had sickness or diarrhoea please do not send him or her to class for 48 hours after the
illness has ceased.

Injury:
If you have sustained an injury that prevents you from participating actively in a class, if
possible we encourage you to attend and observe class and join in where possible in order
not to fall behind with material that is being worked on for performances.

Accidents and first aid:
Every precaution is taken to ensure the safety of the children at all times, and Cinta
Stage is fully insured. Our staff are trained in first aid and a first aid kit is kept on the
premises. If your child has an accident whilst in our care, you will be informed when you
collect your child. For full details see our Illness and Accidents Policy.
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Medication:
Please let Jessiny know if your child is taking prescribed medicine. If your child
needs to take medicine whilst attending class you will need to complete a
Permission to administer medication form in advance. See our Administering
Medication Policy for more details.

Privacy Notice:
At Cinta Stage we respect the privacy of the children attending classes and the
privacy of their parents or carers. The personal information that we collect about
you and your child is used only to provide appropriate care for them, maintain our
service to you, and communicate with you effectively. Our legal basis for processing
the personal information relating to you and your child is so that we can fulfil our
contract with you.
Any information that you provide is kept secure. Data that is no longer required* is
erased after your child has ceased attending Cinta Stage.
We will use the contact details you give us to contact you via phone and email so that
we can send you information about your child, Cinta Stage and other relevant news,
and also so that we can communicate with you regarding payment of our fees.
We will only share personal information about you or your child with another
organisation if we:
• have a safeguarding concern about your child
• are required to by government bodies or law enforcement agencies
• engage a supplier to process data on our behalf (e.g. magicbooking.com to

take online bookings, or to issue invoices)
• have obtained your prior permission.

You have the right to ask to see the data that we have about yourself or your child,
and to ask for any errors to be corrected. We will respond to all such requests within
one month. You can also ask for the data to be deleted, but note that:
• we will not be able to continue to care for your child if we do not have
sufficient information about them
• even after your child has left our care, we have a statutory duty to
retain some types of data for specific periods of time* so can’t delete
everything immediately.
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If you have a complaint about how we have kept your information secure, or how we
have responded to a request to access, update or erase your data, you can refer us
to the Information Commissioner’s Office (ICO).
* We do need to retain certain types of data (such as records of complaints, accidents, and
attendance) for set periods of time after your child ceases to be in our care, but we delete as
much personal data as we can as soon as possible.

Complaints procedure:
If you have any queries, comments or need to discuss any matters concerning your
child, please feel free to speak Jessiny directly.
Verbal complaints will be dealt with appropriately and all written complaints will be
acknowledged within five working days of receipt and a full written response will be
given within 28 days. A full copy of our Complaints Policy is available on request.

PLEDGE TO PARENTS:
We value our relationship with parents/carers and are committed to working in
partnership with you to provide engaging and enjoyable classes for your children.
We will:
• Always welcome you to pop in and have a chat.
• Keep you informed of opening times, fees and charges, programmes of
activities and procedures.
• Be consistent and reliable.
• Share and discuss your child's achievements, experiences, progress, and
friendships.
• Ask your permission for outings and special events.
• Listen to your views and concerns to ensure that we continue to meet your
needs.

COMMUNICATION:
All communication is sent via email; please keep records up to date on our web portal to
ensure that you don't miss important updates. We aim to send out only relevant
information relating to upcoming classes, events and student news.
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We only use our Social Media pages for updates and photographs of students enjoying
our classes and events. Find us on Facebook and Instagram using @cintastage. When
registering with Cinta Stage, you agree that photographs and videos of your child taken
during classes, workshops or performances may be used for promotional purposes
including but not limited to our website, social media pages and brochures, unless you
opted out when registering online. Please refer to our Social Media Policy for more
information.

Here’s to exciting adventures and creative spectacular!
Best wishes,
Founder and creative director
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